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Valuation Order No. 11. 


INTERSTATE COMMERCE COMMISSION 


ORDER 

: * - ' 

At a General Session of the INTERSTATE COMMERCE 
COMMISSION, held at its office in Washington, D. C 
on the 21st day of January, A. D. 1915 

INVENTORY OF RECORDS 

The subject of an inventory of carriers’ records being under con- 
sideration: 

It is ordered , That every common carrier owning or operating a 
steam railroad, whose property is to be valued by the commission 
under the valuation act of March 1, 1913, and each and every receiver 
or operating trustee of any such carrier, shall, in accordance with 
instructions hereto attached, and on forms each of which shall be like 
form No. 133 hereto attached, prepare a typewritten inventory of 
its records, documents, and papers, which inventory shall be com- 
pleted within six months after the carrier has received notice from 
the commission of the date upon which the representatives of the 
commission will begin an examination of such records, documents, 
and papers, and shall be delivered to the commission or one of its 
representatives upon demand. 

By the commission. 

[seal .1 George B. McGinty, 

Secretary. 
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I. 

II. 

III. 

IV. 


General. SYNOPSIS 

Records to be inventoried. 

Manner of recording. 

Manner of identifying and assembling records. 


I. GENERAL 

In order that the Interstate Commerce Onm. • 
gate, ascertain, and report upon the original “ veati ‘ 

history, income, etc., of steam-railway carrLa^ snbiJtT' 
visions of the act to regulate common ? subject to the pro- 

that the records of every steam railwi ’ &S - am ® nc * e d, ^ * s essential 
required shall be inventoried “ ‘he facts 
whose transactions are contained^' ^such“s 
such inventory, together with the title, location, etc „f the ^ 

II. RECORDS TO BE INVENTORIED 

fhd corno U T ntS ’ re j 0r ^’ and pa P ers that recite the official acts of 
the corporation, and all accounts, records, and memoranda that 

relate to the investment in or disposition of property, the issuance, 
retirement, purchase, or exchange of securities and the syndicating 
banking, or other financial arrangements attendant upon such 
transactions, income, and the disposition thereof, shall be inven- 
toried and scheduled as directed in Paragraph III, “Manner of re- 
cording.” The following records, described in the “Regulations to 
Govern the Destruction of Records of Steam Roads” prescribed by 
the commission, effective on July 1, 1914, are important and should 
be listed. Any other records which in the judgment of the officials 
of the carrier will be helpful in satisfying the accounting require- 
ments of section 19a of the act to regulate commerce should also be 
listed. 


Item 

number 


Description of accounts , etc. 

1 Minute books of directors’, executive committees’, stock- 

holders’, and other meetings. 

' • 

3 (a) Capital stock ledger. 

7 (a) General and auxiliary ledgers and indexes thereto. 

(b) Balance sheets of general ledgers. 

(c) Trial balance sheets of general ledgers. 

8 Records of securities owned, in treasury, or with custodians. 

9 General journals. 
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Item 

number 

10 


li 

16 


50 


54 


55 (a) 
(c) 

56 (a) 
(b) 

57 (a) 

(b) 

(c) 
(e) 


58 (a) 
140 

150 (a) 
(c) 


General and auxiliary cash books, except cash books at 
agencies. 

Note.— I f or payments are entered in the aggregate in 

the general cash book and are detailed only on loose sheets Zh loose 

sheets constitute an auxiliary cash book when no other permanent record 

of the items thereon is made. 

General journal entries and supporting papers. 

Copies of applications to and authorities from regulating 
bodies for the issuance of stocks, bonds, and other secur- 
ities. 

Journals, ledgers, and other records showing the detailed 
distribution of labor expenditures charged to all accounts, 
including memoranda and memorandum recapitulation 
sheets. 

Journals, ledgers, or other records and memoranda showing 
the detailed distribution of expenditures for materials and 
supplies chargeable to all accounts, including memorandum 
recapitulation sheets. 

Register of audited vouchers and indexes thereto. 

Audit office copies of vouchers and supporting papers. 

Register of bills collectible and indexes thereto. 

Audit office copies of bills issued for collection and support- 
ing papers which do not accompany the original bills. 

Records and memoranda of the cost or the inventory value of 
road and equipment. 

Records and memoranda pertaining to depreciation, retire- 
ments, and replacements of road and equipment. 

Contracts and other agreements relating to the construction, 
acquisition, or sale of road and equipment property. 

Records, reports, statements, and memoranda showing the 
details of all debits and credits on account of the cost of 
road and equipment property, such as pay rolls, labor and 
material distribution sheets, copies of individuals’ and 
companies’ bills, time books, time tickets, work orders, job 
tickets, check rolls, material requisitions, and similar 
records if full details are not transcribed into records 

covered by items (a) to (c) above. 

Estimated and special authorities for expenditures for new 
lines, extensions, additions, and betterments made. 

Records and reports of equipment numbers changed. 

Records of rail and cross-ties laid, ballast applied; by quan- 
tities, locations, or otherwise. 

Records and reports of spur tracks laid and ta ten up. 
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Item 

number 

151 Records and reports of repairs and renewals „t h , la- 

bndges, and other structures f bu,1<bn gs. 

210 (a) Annual financial, operating, and statistical reports file 

copies of, and supporting papers P t8 ’ 616 

(k) Reports to regulating bodies regarding expenditures of pro- 
ceeds from sale of authorized securities, file copies of and 
supporting papers. ’ 

2 1 1 Annual reports or statements to stockholders, file copies of. 

HI. MANNER OF RECORDING 

The records of each prior or predecessor corporation whose prop- 
erty forms a part of the respondent company should be grouped 
on the inventory. In listing books of account and supporting 
records, begin with the general ledger and let the other accounting 
records follow in chronological order. Minute books, stock books, 
and other records should be listed after the accounting records. 
Where none of the required records of a corporation exist, this fact 
should be stated. The data required in each of the columns of 
D. V. Form No. 133 are described in the following: 

Line Number. — In this column shall be shown the numbers of 
the lines upon which the several entries appear. The first line 
of the first page shall be numbered 1, and the following lines shall 
be numbered in sequence to the end of the inventory. 

Name of Corporate Company. — In this column shall be shown 
the names of the corporations forming a part of the respondent com- 
pany whose records are scheduled. 

Corporate Symbol— A number shaU be assigned to each cor- 
poration as a means of identifying the corporation m other reports 
to the division of valuation requiring the use of ^ymbo s. 

Openep foe Operation. In this column shall be shown the date 
on which the first section of the line was opened for commercial 

operation. , f, e s hown such titles of 

Name of Record.-Id this columnsbau ne their cbaracter 

the records inventoried as are by usage descriptive 

and purpose. twttmfnts — In this column shall 

Number of V 0LDME ®, °“ lumes or documents which, without 
be shown the number o , •. tbus if a series of jour- 

a-— 
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Numbered or L*tt«red.-|„ thU eolumn shall ,* , (wwn .. 
opening and cloaing reference chancten of a Y . 7* 

without omission , completely cover . period of Urn. IWn^prt 
ceding illustration, from I to 11 would appear on one line and tm™ 

15 to 20 upon the following line. ' ™ tmm 

Period of Time Covered —In this column shall he shown the 
opening and closing dates of the period of time covered by the re ords 
opposite which the entry is made. 

Line Numbers of Underlying Record*.— I n this column «hall 
be shown the number of the line upon which appears the title of the 
record that contains the facts that support the record in question » 

Present Location. — In this column shall be shown the location 
of the records, etc.; the location should be described with some 
definiteness, such as storehouse Nou 4, Elizabeth, N. J. 

iv. manner of identifying and assembling records 

All records inventoried shall be identified by placing thereon 
numbers, letters, or other distinguishing marks to indicate the name 
of the corporation, the character of the record, and the period of time 
which it covers. Records shall be methodically arranged and 
assembled at concentration points convenient to or ui the pnucipal 
offices of the carrier or other place of conducting the accountmg work. 



